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APDMINISTRATIVE INSIRUCTION :
NO, 30-1 August 1049
SUBJECTs Travel, Allowances, anc Helated Expenses

RESCISSIONS: ae Administrative Instriction No. 80-1, dated 26 Decarber 1943,
subjects Overseas Allcwances,

be Administrative Instruction No. 80«3, dated 7 June 18946,
subjects Trwvel,

ee Administrative Imstruction No. 303/1, dated 1 Jul: 1949,
subjests Travel Allowmoces (interim instruetiont).
1. Travel
8s Except as otherwise spocified in this instruction, travel aad trensportatior

expenses, snd expenses incident therete, inmcluding those inourred ir the moverent

of dependents, household goods and parsanal effects, msy be paid to or on Lehalf

of employees in acoordenoe with the previsicns of Public Law 800 = "9th Congress,
Public Lew 92 - Blst Congress, A-ency Iegislation, regulations issw d thervurder,

the Standardized Govermment Travol Regtlations, and Sections 103600 = 103,687 of

the Poreign Service Regulatiens,

{1) ftravel Orders will be icsusd by the Budget Of fice exent se otherwisu

stated,

(3) chiefs of Mission outside the continental United stescs may

suthorige and approve tamporary duty travel within their theatar B8- emplovoc:
under thelr Jurisdictione

(3) Reguest for Travel (rder, or amendment theroto, other than

specified in "(2)" above, shell be prepared in triplicates
One copy will be routed dirsctly to tho ‘ransportetion Division, fervices 1frlice,

and the original and ocne copy routed to the Budget Office, throught
() Steff Chiefs or Assistant Directors or their Deputies in the

oases of Individuels under their Jjurisdiction,
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(b) Executive, in eddition 4o the above, where spaecifisally pro-
vided in other Agency Regulationse

(s) Personmel Officer, in scdition to the sbove, in all ocases
invelving permanent change of station, anl travel to first post of duty sbroads

(d) Executive or Deputy pirector in the case of ctaff Chiefs and
Asaigbant Dircctors.
Persenal action of esch forwerding official must be indicated on the requosts
Bequests for domostic travel will be submitted in sufficiend time o Vo processed
and resch the Budget Office st least 48 hours prior to the planned denerture
time for determination as to aveilability of fundse Requests for foraign travel
mt be subnitted 80 deays in advance of plamned date of departure.

(4) The Transportation Divielon, Services Offioe, will:

(») Provide travel syrenerent service. (Travelers raporting o
foroign\poin*b: will poraoﬁe.lly sontaet the Division at least € weeks bofore plarmmed
‘date of deperture to facilitate the srrengemente.)

(b) Verify that properly authenticated official orderr have been
issusd, ond that security olearanos, physioal exemimation and dmpunt ation have
been obteined, before releasing the ti@ets or transportstion reques: to the
traveler.

(s) Arrenge for the issimnde of passports snd visess

{6) In commection with fereizn travel, physieal examinstions will be
nade a8 follows: -
(a) A complete pnysiocal examinetion and roguired imunisatior
is necessery within 60 days prior to departures
(v) An sdditionsl physicsl exsmination to inswre froedom from

sommuniceble disonses is required 48 hours before dsparture from Viaskingtone

-~ RESIKICIED
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(o) A returnce physical exmuination i# required within & deyvs
efter returning to "mshington from oversess s prment .

(8) Requests for physical ezarinations will ve forward:d to the
Physioal Requirements Officer, vedionl Services DMivision, not less than o0 dars
priocr to ostinated date of departuwre, Tho requests will include xmme 3 bhrench,
name of traveler, destinationm, date of denarture, type of duvty (bemporary or nore

manent), route of travel and mode of trav:l, LB b

(8) Armed Servioces Personnel psriorming t:unporo.rﬁr ehxty travsl will

be reimbursed for por dlem and trevel costs in sccerdance with the trevel repe-
ulations of the various Armed Servicese Upon receipt of travel requents 8D=

proved by the sudgat 0ffice, the Faval Admindstrative Command or Hesdquarbers
Dotactment will issus appropriate travel orders, Two certified copie; of the

orders will be forwarded to the Fisoal Bramch, Budpet Office.

(7) Travel Vouchers murt be subritted to the Fi eal Branch, Pudget

office, upon completion of each trip, or at the end of each calendar nomth in
sases of oxtended travel. Vouchers for tre:vel authoriged by a Chief of an
cversess post shall be subridtted to the appropriate post offieisl for procersiac,
armed Services personnel shall zive the necessary data to the Headquerters
petachment or Naval Administrative cormend for the preparation of vouchers ané
sulmission to the Fiscal Branche
{a) Copies of repulstions pertaining to travel mey bo obtainec

from the Fisoal Branch in sddition to mivies as to the preparation s submis:ion
of wvougherss |

(8) The Budget Office may, Woom the recommendation of the Services

officer, issus wonihly bLlenket travel erdurs for truck drivers engsged in replated

officiel trips snd arrenge for poriedie submission of travel vouchers coverins

such repeated trevels . Rt}; "i R ECK l :5 E:“E
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be Per Diem end Mileage hates proviced under all sxisting laws end reon=

ulations reprosent the maximum sllowable and not the minimume Officials authore
tged to issue travel orders will reduce the stipulated rates whenever available
information indieatcs thet the maximur rates will excoed the necessary official
traveling oxpensee, The requesting and approving offi-ials of sach orpanizeti mal
unit concernmed should be in e position to justify the rates requested, The ap=-
proval of a request by the indtiaving oflice shall be Jdoemod w cerviiicate iiac
the retes stipulated tloreinm are not in exsess of the emounis norimlly required
to meet the necossary oificiml travel expenses to the loocations listed and vnder
the circwnmstances involved, |

(1) For Extendad Pericds of Te_mﬁemty_ M{ at the geme port in the

tnited ctates, the following schedule of rates ‘shall apply:

Firet 60 deys = §9.00

Second €0 days -~  6.00

fhird 60 dGaye = 3400
Absence of 10 daye or lsss shell not be considered ss imterrupting thc combirmd €y
of temporary duty ot the sm:e pocte

{2) Per Diem Insident to Travel Abroad snd return therefrx:, payable

to an employeo and his irmediate family, rhall he in accordazce with spplienhle
provisions of tections 1084600 = 103,697 of the Foreipn Bervice Rezulations.
6a Incident to acsipmment of emplojoes to vernansnt duty stations outside

the comtinemtal United States, t'e following expenees, in addition to those

normally peyeble, may be sllowed:

{1) Travel and %reusportetion oxpenses incident to returr of an
exployee and his irmedinte family when ordered to the United ctates for has
lesve, Such employee must heve “een & rosident of the tnited stater or ite

territoriss mnd possessions 8% time of emiloymente

Eﬁé'[ ""r
é
Approved For Release 2006/09/27 : CIA- RDP57 OOB& 4,



- Approved For Release 2006/09/27 : CIA-RDP57-00384R000400 13aa1-1

RESTRICTTR T

(8) orders for home jesve w11 be issued upon sanpletion by the
employee of 2 yeers continuous Goverrment survice sbroad, or as socn a8 2oasible
theresftor, provided that he has acarucd to hie aredit at the time of gyoh order
ennusl lesve sufficient to carry him in o pay stetus while in the United States
for at least a 30 dsy periode

(b) While on hone leave, the employee shall not be aveiledle for
work or dutics except in the Agemoy or for fpaining or reorieatation fo workj wr:d
the time of such work or duty shall a0t be coaumbod as loBVSe

(o) lesve of absenes spanted for home leave ehall be ezclusive
of the time actually and‘neaatsgrﬂlzf osoupied in going to or from the tnited
gtates or its perriteries and . possesgions anl suach time as nay be nacessarily
oscupled in aweiting transportations

(4) Tebs-section ahald spply only o emplovesd Wio ers citlzens

{2) Travel and transportation aXpenses, tnsluding transportation of
household goode end personal offects, of un employes snd his smmsdiate Lemily
to his succaessive posts of duty and, on ihe bermination of nis serviecs, to his

yresidence at time of sppointirent or W & point not more digtant, or, won rovirement,

to the place where he will reside, Wm_rmwmﬂmﬁw shnll
WW”’MW& bt g€ 1 {na G0 ap~
pointmet e

(3) Cosmt of storing ths household goods mad personal aoffec.s ol an

employee Who ig ebsent nder orders from nls usual post ol auty, or wio is &8=

signed to & post to which, wecense of enerpgency O t R Esvi )
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t0 take his housshold and perecnsl effecias.

(a) When it is determined, beomuse ol energency oond tions, t! st
household goods and personal effects wa) not be shipped, the facts uwiet Dbe roughs
to the immediate sttention of the Budget Office.

(b) Household roods and personal effocts stored may 1wt oxesad
the authorized welght allowsnes.

(¢) This-seevion shall upply-oniy-te employoes Wb -2 AITE nens

(4) 0Oost of etoring the howschold goods and personal uffesis of an
employee on first arrival at & post for & poriod not 1n excess o° 3 sonths afsor
such first srrivel or until ihe csteablishient of resldence quarters, vhichever
shall be shorter.

{(a) Thic section shall apply only to euployees who era citizeus
of the United rtates.

{6) Travel snd transportsiien oxpenses, ineluding transpcriation of
hoﬁso}mld goods and porsonal offoets, of an employee and his immedic to fan:ly
from s poat st which, because of the provalence of disturbed condlit! ous, there
is imminent den;er to life and property, and the return of euch per:.ig, zoode
and effects to such post upon the cossetisn of such conditions; or "o such other
post &s way in the meaxntiie have becamst the sort to whish the erplo ee has been
esglmod,

(a) Feots concerning tle neeessity for the nove mus: be eloarly
sst forth in the reguest for or approwvul of travel.
(b) This section shall spply to euployees Who are citirens ot

the United States and those forcign naticnels serving under 2eyoar ontroots of

-l i&%& l Kl\: i Eﬂ

Approved For Release 2006/09/27 : CIA-RDP57-00384 00130031-1

eaployrent,



Approved For Release 2006/09/27 CIA-R 4R0
00
ke ﬁi CT ﬂ 13003karr

(6) Expenses in transporting a privately-owed autoobile fo- or on
behalf of en employee in cases where it is deternined that water, rall, cr air
transportetion of the autonodile is necessury or Wdiant for any part or of
all the distence between pointe of orizin anc destination.

% (a) Deterrinetion that an omployse's privetoly»owned artomobile
is to be shipped et Jovermmert expense rust be indieated in the request for
travel,

(v) This soction shall apply enly to-gzployees who are citizens
of the Umited States, and oach such explojee will be requirsd to sign tn egrecent
precluding the sale of the eutomobile wmless authorized by the Asgiste t Dirsobor
or ttaff Chiof conocerned.

{7 WW expensen of a full time employee, by whatevar moans
ma. appropriate, where illness or injwy, not the rosult s? vieious habits,

intemperance or misconduct, {newrred whils on sssignment abroad, nawzmtatem

b -i

hat)iwimtim.{* fora oty wfiene s e doe . st
,&t»t\((‘(ﬁattj L{ﬁl {”‘ IR AR & ( ;
(n) ©Dxpenses wi.ll be sllowsd to snd fron the nearest ruiteble

hospital or olinic.

ool

(b) If the wmployee ik o 111 to truvel unattended, +runsperepbien
expenses of an amndmtmwm‘“a‘“"ﬂ@ﬁbﬁ>%—m~rwwmw o, nay
slso he peid, :

{(c) Facts conoerning the nsed for such tr‘:a;v;-wm mugt be
clearly set forth in the requast far or approval of travel.

(d) ‘This. svebton-chall soply TW“@!&?&WWV wheo-ape oitivens of-

R St B T
$eenr

the Umited States end thege ‘rored: m aﬁézmﬁié gerving un S atpantys of
enplosRaent «
(8) Costs of preparing end tranaporting the remains of an exployee or

e nember of his fenily who may ale while i1 a travel status or sbroai, to his houe

}
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or officisl station, or to such other plsoe doter=ined by the Persommel Officer
to be the appropriets plece of interment, provided that in no oase shill the
expense allowed be greater than the smourt psayeable had the destinetion heen the

home or official station,

e gt o A

{a) Thib ucrtmn n&il apply to employees who are eit .zang of
the United rtates and those forelin nethons ke -servine-wnder .2oyasr ocoitracts of
@msfﬁﬁit.

(9) Travel and transportation expenses, inoluding trensportaticon of
household goods end personel sffects, of now sppointess and their Luwadiate
families from pleces of ecitusl residence in foreign cowntries at time of appointe
ment to places of employnent end return to thelr actual residences at the tize
of sppointment or a point not more diatent, Such appolinteos, citisere-of-the
Iatbut-Ttats-ar-well & Tieimm noticusls; must agree in writing to souain with
the United Stutea,éowrment for » period of not less than 3 years from the tire
of sppointment.,

(a) vViolatien of such ajreacent for personal convenince of an
employee OF boeausn of eapnra't:im for miscvonduct will ber mah roturs paymenta

he Fhe wuend od Boolt vrelettow e (et (2 benttlas
snd, if deternined by the personiel Offioer to be in the best interes:ts of the
United States, sny money uxpendsd on account of such travel snd trarsportation
sball be considered ss n debt dwo by tre individusl conoerned to the imited ftatese
2. Allowances

s, [Pxoept as otherwlise ppecified in this instruction, oversoas ard
verritorisl allowances will be paid employves in sccordanse with the provisions
of spplicable regulations {gsuec by the Pepartnent of state, and tho Civil

gervics Commipsione

.

SiRICL L
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(1) ZTemporary ledgin , (uarters, Post, Special Post, Trans’er, and

Seperation Allowances will be computed end administered using the Sta:derdiz-d

Govermment Civilian Allowance Reg:latlons &3 & Yasis for cctions

() The Chief of each Mission 1s sutlorizsed to grant . 3.

oitizen employees Temporery Lodslng, ruarbters, Post, and specisl Post illoweoozs
on the besis of evidence sulmitted to and investigated by him, subject to reco-
nized review practices by the radmet Offices Applicstion for Allowe: ces will
be sutmitted in dupliocete by the employee to his Chief of Mission,

(b) Prior determinstion with respect to Transfer snd Separetien

Allowanoesg will be mede by the Budzet 0ffios on the bagis of dotalle! infor-st.ion
sulmitted by the Chiefs of ¥ission, Chiefs of igsion mey prant Traasfer and
Separation Allowances when specifically directed by the Pudget officer, Ap-
plication for such allowances will be processed ss in "{a)" above ani supperted
by information in sufficlent detnil to nermit a determinetion as to the propriety
for sush peyments. The date, with the recormendation of the (riaf cf Mission,
will be transmitted to the Iudget Office Tor review and return with a stetenent
of tho action to be takon,

(o) The greuting of Tesparary lodging, quarters, Pent, fpeciel
Post, Transfer snd Ssparation hllowsnoes w1l be effected through #le isswince,

in quadruplicate, of Scheduls of Allownnces, the oripinal and 2 sigied copien of
which, together wit: a signed copy of vseh pertinent Application for Allowanues,
pust be tranamitted to the Budget Officee

(4) sSobedules af Allowances will be issued esch tizs en allowance

is grented, revised, or teraina% ved, The schedules must also be isrucd ot the
beginning of oach fisonl yesr {1 July), listing complete informaticn as tc the
ellowances payable to the empleyees of each ¥issiony however, where no chrnges

heve oocourred, it will not bo pecemsary to submit supporting evideroa and informae=

ﬁnﬁwzﬁﬁermetgdaﬁ/&iﬂ1®WQO3S4RﬂO&bMS§§ !%{ E 5 ﬁf
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{e) As of 1 Janusry and i July of each yeer, and ot s:ch othor
times as ey be deemed necessary Ly the - hief of iseion, an employve's estiated

snousl exponditure for quarters should bu reviewed by the Chief of Mission. The

sstimated amount should be cempared with irformation zs to expenditur:s made
and anticipated to determine the need for requiring the smployee to sulmit a
revised Application for Allowances, thercby applying for e revised Cuarters or
quarters portion of a speoial Post Allowmnce grant,

(2) !’mip snd Territorial Post Differentials and 'erritorimsl Cos:
of living Allowances will be paid auploynes in acoordunce with reguls-ions issued
by the Department of State and the Civil Service famaission,

(o) Such differentisls mnd allowances will bo granted, where
epplicatle, by the Personnel Officer and be inoluded in thoe omployses' porscansl
actions,

| () 7o be eligible far Foreipn and Territorisl Post Differertinls,

sn employse must be a citizen or rational of the United ftates,

{Data concerning ontahluhme#t oi' }fs.ra*é—mié stations; payneats for
‘hospitalization, physiesl exnglnstions sad inooulations, to be providsd by
Medioal Serviges Divimtom) - © T e
U A6 Natives and Forei

&e Such persommnel will reacive salary and other benefits as disiated by

looal customs, snd, whenever posaible, prectices followed by other gocvermsertal

o Lt ;\kt
activitics will be sdopted. BErployment locuments sheudd set forth the details

of the hiring errangementes ©© el v e

6o Delegations of Authority in offect, end as hereafter ssended, will conirel

in the exercise of authorliy under this lnstructions

gt Y

"3 Lo
ae  RESTRIC [k}
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